
The Development Office of St. Matthew Catholic Church, 

Hillsboro, Oregon seeking two volunteer Appeal Assistants! The 
Volunteer Appeal Assistants supports the Director of 
Development (the Appeal Director) and other staff and 
volunteers as necessary to successfully complete a short, special 
appeal. 

In February, 2016 the furnace of the church cease to function 
without major replacements. The Building Committee working 
with Heating, Ventilation and Air Cooling systems engineers recommended a heater 
coil replacement and an air cooling system be installed to replace the 60-year-old 
furnace. The HVAC Extraordinary Appeal will in a short amount of time raise from 
donors and friends of St. Matthew $250,000 for the restoration and installation of 
an HVAC system. 

Duration: Immediate and short duration from August - October, 2016 (8 - 12 
weeks) or the designed end of the Special Appeal. 

Duties include: 

• providing clerical and administrative support for the special appeal; 

• donor acknowledgements for all gifts relating to the Special Appeal as 
directed; 

• assisting with the creation of Special Appeal materials including meeting 
agendas, minutes, flyers, displays and other print and electronic materials; 

• coordinating logistics and planning of Special Appeal-related events, hosted 
parties and other related; 

• monitor and assist volunteers in doing their tasks for the Special Appeal in a 
detail fashion; 

• fundraising event support and scheduling; 

• tracking volunteer and staff activities for the appeal; 

• insure accuracy of acknowledgement, and recognition of gifts; 

• English and Spanish speaker desired. Excellent grammar and writer needed. 

Qualities of person include: 

We are looking for a person of faith who is self-starter who is poised and articulate, 
who has a sense of humor, and can relate and speak clearly with a variety of 
people. You'll be comfortable with everything from ordering lunch and running 
copies, working a computer, to interacting with donors and volunteers. You will 



maintain confidentially in all matters related to the appeal. Excellent language 
skills. 

Experience with MS Office products required. 

This is a 10 - 15 hour/week opportunity with flexible volunteer hours that include 
weekends or evenings as needed for event and meeting support. 

We are seeking 

1) one English speaking and writing volunteer 

2) one bilingual, Spanish and English speaking and writing, volunteer. 
Practicing St. Matthew member preferred. 

Interested volunteers please contact Dave Eitland, Director of Development, St. 
Matthew Catholic Church, 475 SE Third Ave, Hillsboro, OR 97123; 503-648-1998 
256 or deitland@stmatthewhillsboro.org . 


Friday, July 29, 2016 


